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BACKGROUND

An increasing enphasis on receivabl es managenent requires that the Departnent
establi sh standards for accounts receivabl e agi ng schedul es so that adequate
managenent information is available. Further, the Departnent of Adm nistration
(DQA) now requires quarterly aging schedul es and reports on coll ecti on agency
referrals (see Receivables 5.1)

This procedure details requirenments for quarterly accounts receivabl e aging
schedul es. Attachnment 1 of this bulletin and Attachnent 1 of Receivables 5.1
(Col l ection Agency Referrals) are the basis for quarterly reports sent to the
Department of Administration. Therefore, it is essential that these reports
be conpleted tinely, accurately and conpl etely.

In order to conply with recent DQOA requirenents, please note the foll ow ng
changes to the Quarterly Report of Receivables, effective for the quarter
ended Decenber 31, 1995 and thereafter:

1. The agi ng schedul e now breaks down receivables into 01-30 days,
31-60 days, 61-90 days;

2. Information is now requested (on page 2 of the Quarterly Report of
Recei vabl es) for:

(a) The amount of recoupnents and appeals to Ofice of
Adm ni strative Hearings;

(b) % of aged receivables subject to an installnent or repaynent
pl an;

(c) Amount of installnment receivables currently overdue.

3. A fourth quarter report is now due on July 31, along with the
cunul ative annual LAB report on receivabl es.

Pl ease take i medi ate action to capture any additional information required.
This additional information will be used for DOA nonitoring and i nprovenents
to accounts recei vabl e managenent.



Instructions for the preparation of annual report of receivables are published
in Receivables 5.2. The annual report of receivables now uses the sane fornat
as that of the quarterly reports and the same reporting categories.

PCLI CY

It is the policy of the Bureau of Fiscal Services (BFS) to take actions to
nmoni t or and manage accounts receivabl e throughout the Departnent. This action
will include, at a mninmum enforcing the submttal of aging schedules to
enable DHSS to track collections and resol ve accounts receivabl e.

Agi ng schedul es are to be conpleted by divisions and institutions, reviewed by
t he Managenent Services Director or designee, and subnmitted to BFS by the
twentieth cal endar day after the end of the quarter. To reduce the nunber of
reports, each division and institution is required to subnmt one conposite
report for all receivables except that special reports will be required for
maj or prograns.

Al'l accounts receivable, including salary overpaynents, are to be reported by
divisions and institutions on prescribed formats. The agi ng schedul e and

rel ated performance neasures are required so that divisions and institutions,

BFS, and the Ofice of Program Review and Audit (OPRA) may assess the

ef fectiveness of accounts receivabl e managenent. There will be a joint effort
bet ween OPRA and BFS to review the informati on on the reports, especially the
collections results. W wll also share and discuss the results of the

anal ysis, as appropriate, with the Divisions as a neans of jointly identifying
strategi es to enhance perfornance.

Any exceptions to the procedures below are to be approved in witing by the
Di rector, BFS

PROCEDURES

1. Format. Aging schedules are to be prepared quarterly by divisions and
institutions.

Attachnent 1 provides the required format for the aging schedul es (both
pages nust be conpleted and stapled together). This format is designed
to be conmpatible with the annual report on receivables. Adoption

assi stance recei vabl es, the Bureau of Child Support tax accounts

recei vabl es, and Bureau of Information Services receivabl es have BFS-
approved accounts receivabl es agi ng schedul es and are exenpt fromthe
format detailed in Attachnment 1.

Exenpti ons. BFS may exenpt other organizations fromthe required format
and allow alternate quarterly aging schedules if the organization has
devel oped aut omat ed accounts receivabl e subsystens and have regularly
filed aging schedules with BFS. Canteen and resident receivables are
to be reported quarterly.

No accounts receivable aging schedule will be required if there are no
recei vabl es older than thirty (30) days.

There are no exenptions for the annual report on receivables, and
instructions are found in Receivables 5.2



Composite and Special Reports. Quarterly aging schedules are to be used
for managenent review, to establish accounts receivabl e perfornmance
measures and to assure timely collection efforts. Consequently, one
conposite agi ng schedule for the organization is to be prepared plus any
speci al prograns designhated as requiring separate agi ng schedules. This
reporting method will reduce the required nunber of reports. See
Attachnent 2 for a listing of quarterly agi ng schedul es.

Sal ary Overpaynents. The recording of sal ary overpaynents on FMS and
all collections activity for salary overpaynments are the responsibility
of the division or institution. Salary overpaynent receivables are to
be included in the division and institution agi ng schedul es.

For sal ary overpaynents previously referred to the Bureau of Fisca
Services for collection, BFS will maintain a status report of

out st andi ng recei vabl es and coordi nate any collections or wite-off's
with the institutions or divisions. However, the responsibility for
recording and reporting these previously referred accounts remains with
the divisions or institutions.

Managenent Revi ew of Performance Measures. Collecting information on
accounts receivable activities and using this information to create and
anal yze perfornmance neasures are of mutual interest and benefit to
programdivision, institution, and DHSS fiscal managers. 1In particular

1 Divisions and institutions will be able to establish
nmeasur abl e, consi stent accounts receivabl e performance
goal s, thereby assisting managers in neeting a key
managenent obj ecti ve;

Divisions and institutions also will be able to efficiently
denonstrate accountability for performance and be positioned
to quickly identify when trends in collections are becom ng
unf avor abl e and need correction;

BFS may efficiently acconplish its central coordination and
nmonitoring duties and effectively account to interested
outside parties on the Departnent’'s overall perfornance.

The principal goal of the quarterly aging schedules is to provide
division and institution managenent and BFS with information needed to
achi eve those benefits. The expected benefits, however, will only be
derived if the performance nmeasures are routinely used in the overall
accounts receivabl e managenent effort. Therefore, to pronote use of the
performance information, the following is expected of each organization
whi ch nmanages accounts receivabl e.

First, three quarterly performance nmeasures have been established to
nmeasure the effectiveness of division or institution collection
activities. The three required performance neasures to be reported on
Attachnent 1 are:

1. % Col l ections for period, or Colum 4 divided by (colum 1
plus colum 2 plus or mnus colum 3);



2. % Qut st andi ng endi ng bal ance greater than 90 days;
3. % Qut st andi ng bal ance greater than one year

Second, the status of each accounts receivable outstanding for nore than
thirty (30) days needs to be reviewed, and corrective action taken

Normal |y, the review of receivabl es perfornmance neasures shoul d be done
by the Managenent Director or another person independent of collection
activities.

Third, divisions and institutions are al so encouraged to maintain trend
data using the required performance nmeasures and any ot her performance

i ndi cators devel oped by the division and institution in order to
determ ne the effectiveness of collection activity. This information is
expect ed because (a) sound financial managenment practice calls for
continuous sel f-evaluation of performance; and (b) divisions and
institutions will want to be prepared to respond to inquiries from
external parties as to how well they have perforned i n managi ng accounts
recei vabl e and what steps they have taken to i nprove performance.

Due Date. The due date for the quarterly report on receivables is the
twentieth day of the month following the end of the quarter except for
the fourth quarter report, which is due July 31. The reports are to be
submitted to the Institution and Adm nistrative Accounting Section, BFS.
The Section Chief, or designee, will follow up on any reports that are
not submtted or do not neet standards.

Instructions for Preparation of Quarterly Report on Receivabl es.
a. "Reporting Organization" and "Description of Receivabl es" shoul d

correspond to the reports specifically designated in Attachnent 2
"List of Conposite or Special Reports Required."

b. "Begi nni ng Bal ance" should tie to "Ending Bal ance" for the prior
peri od.

C. "Charges" are billings issued during the current period as
recorded on FMB.

d. "Adj ustments" are positive or negative changes to the origina
i nvoices or billings generally for amounts billed in error or
ot her accounting corrections.

e. "Col I ections" are the cash receipts for the current period as
recorded on FMB.

f. "Wite-of f's" are the anounts for the current period approved in
accordance with provisions of APP Receivables 6.0. Provide a
detail listing for any receivable greater than $500 and written
off in the current quarter

g. "Endi ng Bal ance" should tie to the related FM5 account bal ances.

h. "Recoupnents and appeal s to adm nistrative hearings" include the

total anount of Medicaid, AFDC and Food Stanps recoupnents. In



addition, this Iline should be used for amounts currently under
appeal to the Ofice of Adm nistrative Hearings.

i "% of total anount subject to installnent plan" equals the anount
of aged receivables subject to installnent or repaynment plans
di vided by the total amount of aged receivables. The anount of
recoupnents and appeals in (h) above should be excluded fromthis
cal cul ati on.

j- "Amount of installment receivables overdue"” includes the tota
amount of any installment plan paynments overdue as of the end of
the quarter.

ATTACHMENTS

1 Quarterly Report on Receivables (pages 1 and 2)
2 List of Quarterly Reports on Receivabl es
REFERENCES

BUSI NESS STANDARDS 7.0 (Standards for Collecting Receivabl es)

RECEI VABLES 2.0 (Debt Collection Policies--External Parties)

RECEI VABLES 5.1 (Reporting of Collection Agency Referrals)

RECEI VABLES 5. 2 (Annual Report of Receivables--Institutions and Divisions)

RECEI VABLES 5.3 (Reconciliation of FM5 Accounts Receivabl e Bal ances to Annual
Report of Receivabl es)

RECEI VABLES 6.0 (Wite-off of Accounts Receivabl e)

CONTACT PERSONS

Questions concerning preparation of aging schedul e

Ay McDowel |, Chi ef
Institution and Adm ni strative Accounting Section
(608) 266-2708

Questions concerni ng performance measures
Patrick W Cooper, Director

Ofice of Program Revi ew and Audit
(608) 267-2846
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REPORTING ORGANIZATION:

QUARTERLY REPORT OF RECEIVABLES
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PERIOD: 9 September 30
9 December 31

9 March 31
DESCRIPTION OF RECEIVABLES: 9 June 30
(1) (2 (3) (4) (%) (6)
AGE OF RECEIVABLE BEGINNING CHARGES ADJUSTMENTS COLLECTIONS WRITE-OFFS ENDING
BALANCE BALANCE

GREATER THAN SIX
YEARS

FIVE TO SIX YEARS

FOUR TO FIVE YEARS

THREE TO FOUR YEARS

TWO TO THREE YEARS

ONE TO TWO YEARS

181 TO 359 DAYS

91 TO 180 DAYS

61 TO 90 DAYS

31 TO 60 DAYS

01 TO 30 DAYS

TOTAL




DEPARTMENT OF HEALTH AND SOCIAL SERVICES
Division of Management Services
DMS-900 (11/94)

QUARTERLY REPORT OF RECEIVABLES

Performance Measures

% Collections for period

% Outstanding ending balance greater than 90 days

% Outstanding ending balance greater than one year

Recoupments, Appeals, and Installment Plan Receivables

% of total amount subject to installment plans (excluding recoupments and appeals)

Total amount of installment receivables overdue

Amount of recoupments and appeals for administrative hearing (MA, AFDC, Food Stamps)

Write-off's

Detail listing for all receivables greater than $500 and written off in this quarter

To the best of my knowledge, the information included is true and correct.

Prepared by Date

Certified by Management Services Director Date
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ATTACHMVENT 2

LI ST OF COWCSI TE OR SPECI AL REPORTS REQUI RED

Heal t h

Care and Treatnent Facilities

Yout h Services

Econom ¢ Support

Communi ty Services

Vocat i onal

Rehabi litation

I nformati on Services

Di vi sion of Managenment Services

Bureau of Fisca

Servi ces

O her DHSS organi zati ons

Speci al reports for EDS Medicaid
recei vabl es, Medicaid drug rebate
recei vabl es, and one conposite

report for all other receivables.

One composite report for each
institution and special reports for
canteen and resident receivabl es.
Speci al reports for MWH Power Pl ant
and WWH Power Plant. One conposite
report for Central Ofice.

One conposite report for each
institution and special reports for
canteen and resi dent receivabl es.
One conposite report for centra

of fice.

Speci al reports for Child Support
arrearages (AFDC & Non- AFDC), AFDC
recei vabl es, Food Stanp receivabl es,
Chil d Support Tax Intercept

recei vabl es, and one conposite
report for all other receivables.

Speci al report for Adoption
assi stance recei vabl es and one
conposite report for all other
recei vabl es.

Speci al reports for Business
Enterprise Program and one conposite
report for all other receivabl es.

"AC' and "B" reports.

One conposite report for all
recei vabl es except BIS receivabl es.

Speci al reports for CARS

recei vables, institutional billings,
and status report for BFS-referred
sal ary over paynents.

One conposite report for each
organi zation with an outstanding
bal ance of nobre than 30 days.
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